ENROLLING IN A Class through AccessMCG (MCG Non-Employees Only)

Step

Action

Go to AccessMCG: www.montgomerycountymd.gov >
Click Online Services, a menu will drop down > find
AccessMCG and click the link.
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{ Enter in your username and password

Click Login Button
Click Login Button

If you have not set-up a Username and Password, click
“Register New User”. To assist you in this process, you
will find instructions for the registration process at OHR
Training. Look for “Instructions for Non-Employees to
Request Access to MCG Catalogs”. Once you have
approval, you can continue this process.
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3] Click on the follow links:

(1) Human Resources Services
Another window will open

(2) County Learning Services
Another window will open

(3) MCG Training
-
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The Oracle Learning Management Page will open
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Click the MCG External Learner Self-Service link.
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Your Learner Home page displays.
From here, find the class you want by using any of the
following functions:

* Browse Catalog links
» Catalog tab
« Search function
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From your OLM Home page, click the Search list and use
the drop down to select Class.

{Z Learner Home - Windows Internet Explorer
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/= Learner Home - Windows Internet Explorer
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Type in the name of the class, or part of the name into the
Search field and hit GO.

Go
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Find the Class you want to enroll in and click on the Enroll
button.

[ ]
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10.

Review the Enrollment details and click the Review button.
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Ed 0| 5 | [#
G@- [#: hitps: vkt megov orgfenti /531 /0A_HTML/OA jsp?page=joraclefappsfotafieamer webuitidvarchresu (=] h |[42 ][]

File FEdit View Favorites Tools  Help

Learning Management

M Navigator v B Favorites v
Learning History

=] [orevent

Classes >

Search |Class I Exact Phrase | Go | Advanced Search
Home: Current Learning >

Enroll: Prevent Workplace Harassment Class 2013-04-18

Home Logout Preferences

Show Key Notation

Class Ssummary
Delivery Mode ~ @5Instructor Led Training (Classroom)
Course Name Prevent Workplace Harassment Course
Class Name Prevent Workplace Harassment Class 2013-04-18
Start Date  18-Apr-2013 08:30
End Date  18-Apr-2013 11:30
Time Zone Eastern Time
Training Center Rockville Core Training Center
Location
Language English
Frice
Enrollment Details
Enrollment Justification N

Home Catalog Leaming History Home Logout Pre

Privacy Statement

Review

Canc

cancel Review




Step

Action

11.

Review the verification details of the class and click the
Submit button.
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12.

On your home page, you can see your enrollments under
your Enrollments section.

{Z Learner Home - Windows Internet Explorer
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13.

You will also see a new notification on your Learner Home
page. This is a hyperlink, so you can click on it to review
your enrollment details.
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4 Confirmation

Your request to enroll in the class Prevent Workplace Harassment Class 2013-04-18 has been submitted for manager approval. You can monitof
from the Requested Learning tab on the Learner Home page.

it

Learning Paths

List of all your active Learning Paths o You have 2 new netifications.

Learning Learning Path Mandatory Courses Start Due  Completion Move to
Path Name  Status Source Completed Date Date Date Update History  Unsubscribe Browse Catalog
No results o HHS - Center for Continuous
found. Le...
« MC Public Libraries Training
Q « OHR Training Institute
Enroliments

Enroliments include all current enrallments, including those in classes that are part of @ learning certification or learning path.
Show Key Motation

Move
Class Ttem Completion Time to Evaluate
Name Type/Status in  |Start Date End Date Date Zone Play History Unenroll or Sign
P e 18-Apr-2013 08:30:00 18-Apr-2013 11:30:00 Eastern
Time

| o




Step | Action

14. | This page displays with detailed enrollment e e e o ]
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This notification does not require a response.

Class enrollment for Hoffman, Jack has been approved.

Request Information

From SYSADMIN
To Hoffman, Jack

Sent 02-Apr-2013 17:50:51
ID 6774362

Enroliment Details

Proposed
Course Name Prevent Workplace Harassment Course
Class Name Frevent Workplace Harassment Class 2013-04-18
Start Date 18-APR-2013 08:30
End Date 18-APR-2013 11:30
Time Zone Eastern Time
Delivery Mode Instructor Led Training (Classreom)
Training Center Rockville Care Training Center
Language English
Cost Center
Spedial Instructions
Enrollment Justification

Action History =

For more detailed information including step by step instructions, please to the OHR Training Webpage

http://www.montgomerycountymd.gov/ohr/training/training.html




